Introduction

Data abgiraction is the process of extracting information or data from avariety of resources. The South
Cardlinalnjury Surveillance (SCIS) Program utilizes Data Abstractors to extract data from the following
sources  inpatient/emergency  room  medical  records, vital records and coroners reports.
| npati ent/emergency room abstractions focus on individuas diagnosed with Epilepsy, Traumatic Brain and
Traumatic Spind Cord Injuries. Vital record and coroner’ s office abstractionsfocus on violent desthsthat
occurred in South Carolina

The purpose of this manud isto provide step-by-gtep ingructionsfor developing and implementing adata
abgtraction program. Common abbreviationsand definitions used in the South Carolinalnjury Surveillance
Program can befound in Appendix A. Sampleforms mentioned throughout the manua can befoundinthe
Appendices section.

The following describes the sections discussed in this manud.

Section Description

l. Step- by-step processfor recruiting, interviewing. and sdecting Data Absiractors employed in
the SCIS Program.

. Training process for Data Abstractors

[1. Data Abstraction Process used in South Carolina

V. Quality assurance measures put in place to ensure accuracy of data. The qudity assurance
section iscongtantly undergoing changes aswe discover better waysof improving and vaidating
our data abstraction process.

V. Appendices
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Section |
Recruitment and Selection

The South Carolina Injury Surveillance Program recruits Data Abstractors who are American Hedlth
Information Management Association (AHIMA) certified. These include professonas who work in the
medical records departments at hospitals across the date or are graduates of Hedth Information
Management (HIM) programs from the state’ stechnical schools. Applicants who are graduates of other
two (2) year collegesand who have at | east two years of recent medica records coding experiencearedso
considered when recruiting. AHIMA certified Data Abstractors can be:

Regigered Hedth Information Adminigtrator (RHIA)

Regigtered Hedth Information Technician (RHIT)

Certified Coding Specidigts (CCS)

1. Recruitment
Vacancy announcements for Data Abstraction positions are sent to:

Medica Records Directors a hospitals located in the region where the
vacancy occurs,

Hedth Information Management Program Directors at Statewide technica
training inditutions, and

The South CarolinaHed th Information Management Association (SCHIMA)
whereacopy is.

o forwarded to the Regiord Directors to announce at Regiona mestings,
0 posted on the SCHIMA Web page; and
0 published in the SCHIMA newdetter

Posted on the State Government Job Vacancy web site.
Applicants are asked to send or fax a completed state application to the Data Abgtraction

Specidist or Program Coordinator. A vacancy announcement and sample letter can be found in
Appendix B.

SC Data Abstraction Procedure Manual Page 2 Revised: July 2003



2. Screening Process

Each completed state gpplication is reviewed and ranked based on whether they have AHIMA
certification and the amount of work experience.

1 = applicant has AHIMA certification and at least two (2) years of coding and/or
abstraction experience

2 = applicant has AHIMA certification and less than two (2) years of coding
and/or abstraction experience; or

3 = applicant doesnot have AHIMA certification, however has morethan two (2) yearsof
coding and/or abstraction experience (must be within the last three years).

4 = gpplicant does not have AHIMA certification and has less than two (2)
years of coding and/or abstraction experience.

Applicantswith the best qualifications and experience are sent aletter scheduling an interview date
andtime. A sample letter can be found in Appendix C.

3. Interviewi
Each gpplicant isscheduled for aone (1) hour interview which isconducted by a3-4 person pandl.
To provide some consistency to the interview process, each interviewer is given an outline of the
interview process which is divided into three segments. formd interview, demondration of skills,
and follow-up. A copy of the interview and testing tools can be found in Appendix B.

1. Formd Interview:

Aninterview questionnaire was devel oped to ensure that al gpplicants are asked the same
questions regarding their qudifications and work experience. As part of the interview

process, each gpplicant is given an overview of the South Carolina Injury Surveillance
Program including theroles and respongibilities of our partners. The Data Abstractor’ sjob
description and record review process are dso covered. Theamount of travel, importance
of maintaining confidentidity and providing qudity data are stressed. This segment of the
interview process should take approximately 20-25 minutes.

2. Demongration of Skills:

Applicants are required to give ademongtration of their coding and data abstraction sKills.
Each gpplicant istaken to another office and given 30 minutesto demondratether skillsby
performing the following:

SC Data Abstraction Procedure Manual Page 3 Revised: July 2003



1 Codefour (4) scenarios. Thisdemongtratesthe ability to interpret documentation,
use the coding manud (provided), and code using diagnostic and E Coding
protocol.

2. Paper Abgtraction. This demondrates the ability to:
read and follow directions;
familiarity of the medicd record; and
quickly review the medical record and record the data requested on the
abstraction form.

Note: Paper copies of an ED medical record isused since it is shorter and
time is limited. However, identifying information is changed for
confidential purposes.

Upon completion, the abstraction exercises are scored by the Data Abstraction Specididt.

The scoreisthen recorded ontheinterview tool and isused in caculating total pointsgiven
for the entire interview.

3. Follow-up:
Following the skills portion of the interview, each gpplicant is given the opportunity to ask

more questions and darify any of the information presented to them during the formd
interview. This should take no more than 5 minutes.

4. Sdection and Hiring

Following each interview, the interview tools are completed and totaled. The pand discussesthe
qudificationsof each gpplicant and records any sgnificant remarks. Interview toolsare grouped by
region and gpplicants within each region’s scores are compared.  After checking references and
conducting a SLED check, the gpplicant with the highest scoreis offered the position.

Dueto the difficulty in recruiting applicants with the skills and experience required, the recruitment
and interview process sometimes takes longer. Therefore, once a selection has been made, the
Program Coordinator calls the gpplicant to verify if he/sheis gill interested in working with our
program. After the gpplicant isindicatesthat they are dtill interested in the position, aforma letter
offering the position isthen sent aong with the hiring paperwork. A date and timeisthen scheduled
for the new Data Abgtractor to receive higher initid training.
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Section |11
Data Abstractor’s Training

This section gives an overview of each type of traning the SCIS Program aff provide the Data
Abstractors.  Each Data Abstractor is required to attend an initid training and two (2) semi-annua
workshops per year for which they receive continuing education credit. Sample training agendas and
workshop summaries can be found in Appendix D.

1.

Initid Training

Theinitid training isfor newly hired Data Abstractors. Thistraining can be conducted as a group
training or individualy (when only one Data Abstractor needsto betrained). Thistraining usudly
requires 5-6 hours due to the volume of information that needs to be disseminated to the Data
Abgtractors.

1 Group Training (statewide Data Abstractors) - this traning is usudly conducted in
Columbia sinceits acentra location for those coming from al over the state. During this
training, SCIS program partners take an active part in presenting information thet relateto
the SCI S program and abstraction process. After thereview of the dataabstraction toals,
Data Abgtractors are given the opportunity to abstract dummy medica records. The Data
Abstraction Speciaist then reviewsthe absiraction and encourages questions and feedback
from the Data Abstractors.

2. Group Training (regiond) or individua - When thistraining is conducted on an individud
basis or with more than one Data Abdiractor from the sameregion, it is usualy conducted
by the Data Abstraction Specidist at a hospitd Ste. In this case the Initid and On-Site
Abdtraction Trainings are combined. During the review of the data abstraction tools,
instead of abstracting adummy record, actud recordsidentified on therandom sampleare
abdtracted. The Data Abstraction Specidist reviews each abstracted record for
completenessand accurate dataentry. Questionsand feedback are encouraged during this
time.

Asapart of theinitid training, each Data Abgiractor isasked to perform severa paper abstractions
on the abstraction forms, which are then reviewed by the Data Abstraction Specidist. After the
Data Abgtraction Specidist reviews and verifies the data, the Data Abdtractor is then trained to
input the data from the abstraction form into the EPI6 Info program on the computer.  Further
training is given on how to transfer the data from the computer to a diskette, which will be sent to
the Program Coordinator with each time sheet.

To ensure a smooth and consistent training process, the SCIS Program staff developed a Data
Abstractors Reference Manua to provide Data Abgtractors with step-by-step ingtructions for
carrying out the abdraction process. Detaled indructions are given for every pat of the
abstraction process. A copy of al forms used in the abstraction process are located at the end of

SC Data Abstraction Procedure Manual Page 5 Revised: July 2003



each section of the manual. When needed, these forms can be xeroxed and used.
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The Data Abdtractors Reference Manud is divided into ten (10) sections axd is completdy
reviewed during theinitid training. Each manud includes the following:

Adminigrative and Hiring Issues (includes confidentidity statements)
Payroll and Travel Reimbursement

L aptop Computer Procedures

Abstraction Package

Data Abstraction Tools (Manuas)

Quality Assurance Measures

Reference Materids

As changes occur, the manud isrevised and the Data Abstractors are notified. When significant
changes are made, they are discussed during the semi-annua workshops. See Appendix E fora
copy of the Data Abstractors Reference Manudl.

2. On-Ste Abdraction Training

Each Data Abgtractor receives one-on-one training with the Data Abstraction Specidist on thelr
first hospitd vigt to abdtract records. This training is usualy conducted at a hospitd in the Data
Abdractor’s region. The training includes a review of: payroll and travel forms, scheduling

hogpitals, and the abstraction tools. This training utilizes the data abstraction forms and manuas.
The Data Abstraction Specidist waks through the process of entering data on the computer,

copying data to the diskette from the laptop computer and vice-versa. Thisisnecessary sncethe
Data Abgtractors will be submitting data with each time sheset.

C. Semi-Annual Training

Data Abgtraction Workshops are held twice a year to review program changes with the Data
Abgtractors and other SCIS Program staff. These workshops give Data Abstractors an
opportunity to interact with each other and provide feedback to Program gtaff about problems
experienced or changes to enhance the program. The following topics are standing workshop
agendaitems

Data Confidentidity (new confidentidity statements are Sgned each year)
Feedback and Findings on Abstracted Data

Abstraction Process Updates and Changes

Data Abstractor Feedback

4. Follow-up Traning

Follow-up training is conducted when there are continuous problemswith the abstracted deta. The
Data Abdgtraction Specidist or Program Coordinator reviews the problems with each Daa
Abgtractor.  This training is necessary to ensure that qudity data is submitted by the Data
Abgtractors.
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Section |11
Data Abstraction Process

Daaabgtraction isthe process of extracting information or datafrom avariety of resources. This section
describes how the South Carolinalnjury Surveillance Program uses Data Abgiractorsto extract datafrom a
randomly sdlected sample of Epilepsy, Traumatic Brain and Spina Cord Injury patientswho were admitted
and discharged from South Carolina hospitals. All datais abstracted on a quarterly basis.

1.

Request for Data

The SCIS Program has a partnership with the South CarolinaBudget and Control Board, Office of
Research and Statistics (ORS) who collects data from the hospitals as mandated by the 1992
Amendment of the SC Code of Law, 1976, Chapter 38, Title44. A copy of thislaw can befound
in Appendix F. Quarterly data is requested to obtain hospital discharges and emergency
department visits with primary and secondary diagnoses coded 800-994 of the ICD-9CM
classfication. These files are transferred via diskette from ORS to the SCIS Program. The
following variables are requested in ASCII format:

1. Hospitd Identifier

2. Medical Record Number 11. E-Code

3. Date of Admission 12.  Typeof Care (inpt or ED)
4, Date of Discharge 13.  Totd Chage

5. Date of Birth 14. Principa Payer

6. Gender 15. Discharge Status

7. Race 16.  Pdient Name

8. County of Residence 17. Patient Address

0. Source of Admissons 18. Length of Stay

Data Oversght Council Application

In South Caroling, the hedth care facility, the hedth care provider (physician) and the patient
identifiers are considered redtricted data € ements and are not released without approva from the
Data Oversght Council (DOC). In order to gain approvd to use these eements a DOC
Application must be submitted to the Data Oversight Council for approval.

Random Samples

Oncethedisk isreceived from ORS, a copy of the files are kept on the NT computer located in
the SCIS Program area and the data is then taken to Medical University of South Carolina
(MUSC) for random sample sdection. MUSC staff review the data and ensures that duplicate
records are not included in the record sample selection. A sample of 1% TBI files, 5% TBI-ED
files,and % Epilepsy areincluded in the sample.

The following variables are listed on the random samples. hospita identification number, medica
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record number, patient name, admisson date, and discharge date.
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D. Assigning Hospitals

Data Abstractors are responsible for abstracting at hospitals located in one of the four regions of
the state. The Program Coordinator reviews the random sample and assigns a Data Abstractor to
each hospital based on how close they live to the hospital. Days and hours of operation and the
number of records to be abstracted at each hospital also factor into which Data Abstractor gets
assigned to aparticular hospital. For abstraction purposes, the state of South Carolinais broken
down into four (4) regions:

Region 1. Midlands (Richland/L exington)
Region 2: Pee Dee (Florence/Horry)
Region 3: Coastd (CharlestoryBeaufort)
Region 4: Upgate (Greenville/Spartanburg)

As shown above, each region encompasses the counties listed in parenthess and severa other
counties.

5. Scheduling Hospitd Vidts

Each hospitd listed on the random sample is sent a letter requesting that records be pulled for
review. Theletter identifiesthe DataAbstractor that will be cdling to schedulethevist. A copy of
the random sample is sent with the variables sorted in the format requested by the hospitdl.

6. Collecting Abdracted Data

Upon arrivd, the Data Abstractor initiates the abstraction process by verifying that al information
on the random sample lis matches the contents of the corresponding medical record. The Data
Abstractor then proceeds to review the record looking for the variables that are listed on the
abdractiontool. The Data Abstractor entersthe information directly into the EPI6 Info computer
record file. The data abgtraction coding manud is used by the Data Absractor to provide
descriptions of eachfield and lists values that must be used as responses. The data abstraction
coding manuas can be found in Section V of the Data Abstraction Reference Manud (see
Appendix E of thismanua). Before closing the record, the Data Abgtractor verifies that the data
has been entered correctly and there are no incomplete fields. At the end of each abstraction
session, the Data Abstractor backs-up the abstraction “*.rec” file on adisk.
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7. Data Submisson

The Program Coordinator has established a schedule when time sheets should be submitted in
order to be processed in atimely manner. Once the Program Coordinator receivesthetime sheet
and datadisk, the dataon the disk is verified and compared to what the Data Abstractor reported
on the Data Abstraction Time Log. Data Abstractors are required to complete this form by
documenting date of vist, hospital, and the number of records abstracted for each program. The
data is reviewed for errors and the Data Abstractor is reimbursed for the number of records
abstracted. Each Data Abstractor must submit adisk of abstracted records with each time sheet.

8. Payroll and Travd Reimbursement

Data Abgtractions for the SCIS program receive compensation based on the number of records
abstracted at an hourly rate or the number of milestraveled. See Section |1 of the DataAbstractors
Manua in Appendix E for adetailed description of the Payroll and Travel Procedures.
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Section 1V
Quality Assurance

Quality Assurance measures are used by the SCIS Program to improve efficiency, enhance the data
abstraction process, and to ensure that dataisfree of errorsor omissons. Some of the Quality Assurance
measures used by the SCIS Program are listed below.

1.

Abdtraction Assgnment Chart

Developed to improve efficiency of the data abstraction process, this chart provides Data
Abgtractorswith 1) hospitalsto which they are assgned, 2) Medica Records Director’ sor hospitdl
contact name and telephone number, 3) number of recordsto be abstracted at hospital site, and 4)
the amount of time it should take to absiract the records.

The Program Coordinator usesthis chart to make assignments, monitor completed hospitals Sites,
and the number of records abstracted at each site. By including the number of hours to abstract
records a each site, the Program Coordinator can determine how long it will take to complete a
particular abstraction period. A copy of this chart can be found on page 33 of the Data
Abdraction Reference Manua located in Appendix E of this manudl.

Abstraction Feedback Report

This report was developed to provide the SCIS Program staff with information to enhance the
abgtraction process. It is used by the Data Abstractor to identify problems during the abstraction
period which may include: scheduling hospitals for abstractions, change in hospita contact staff,
unavailability of records, and other concerns or problems expressed by the Data Abstractors or
hospita staff. This report is submitted with each time sheet during the abstraction period. This
report aso lets the Program Coordinator know what hospital sites the Data Abstractor will be
vigting the next pay period. A copy of thischart can be found on page 21 of the Data Abstraction
Reference Manud located in Appendix E of this manud.

Abstracted Data Reviews

1. List of Missng/Incorrect Variables (Interim Report Card)

The Program Coordinator receives datawith each time sheet and reviewsfor accuracy. A
report is generated and sent to each Data Abgiractor identifying missing or incorrect
variables, and data completeness. The Data Abstractor is expected to correct any data
entered from the "random sampl€e” and resubmit prior to the end of the abstraction period.

No other data isto be changed unless the Data Abstractor has verified the change in the
medica record. No DataAbstractor will be paid for re-reviewing medica recordsin order
to correct errors found.
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2. Feedback Report (Report Card)

This document is generated by the Epidemiologist a the Medica University of South
Cardlinaduring dataandysis. Thisinformationwill be presented to the Data Abdiractorsat
the end of each abstraction period. Depending on the type and consistency of the error,
the Data Abstractor may receive one-on-onetraining with the Data Abstraction Specidist
or the Program Coordinator.

4. Semi-Annud Injury Surveillance Data Abstractor’ s Workshop

SCIS program staff conduct Data Abstractorsworkshopstwiceyearly. Thegod of theworkshop
istoinform al survelllance Data Abdiractors of program changes, improvements, datafindingsand
feedback. Theseworkshopsa so providethe Data Abstractors an opportunity to express concerns
or ideas for program improvements.

5. Follow-up Training

Follow-up training is conducted when there are continuous problems with the data being
abstracted. The Data Abstraction Specidist reviewsthe anadysis of error rates received from the
MUSC with the Data Abstractor. The Data Abstraction Specidist and Data Abstractor work
together to reduce the number of errorsthe Data Abstractor is making when abstracting the records
and/or entering the data.

F. Re-Abstraction Process

This processwas devel oped to insure that abstracted dataisvalid and containslittle or no errorsor
omissons. There-abstraction processwill be conducted by the Data Abstraction Specidist twicea
year.

7. Hospital Contact Survey

The Hospital Contact Survey is sent out each year to Medical Record Directors at each of the
hospitals where the program absiracts records. This survey was developed to verify hospita
contact information, hours/days of operation, availability of medica records, and givesthe Medical
Record Directors an opportunity to provide feedback on our abstraction staff and process. The
Data Abgtractors are asked to verify the contact information each abstraction period. A copy of
this survey can be found on Page 40 of the Data Abstractors Reference Manud located in

Appendix E.
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Section V
Appendices

1 SCIS Program Abbreviations and Definitions

2. Recruitment Letter and Vacancy Announcement
3. Interview Tools

4, Sample Training Agendas/ Summaries

5. Data Abstractors Reference Manual

6. 1992 Amendment of the SC Code of Law 1976, Chapter 38, Title 44
for Traumatic Brain Injury
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Appendix A

SCI'S Program Abbreviations and Definitions



Appendix B

Recruitment Letter and Vacancy Announcement



Appendix C

Interview Tools;

Interview Letter
Interview Process for Data Abstraction Position Outline
Overview of SCIS Program
Job Description
DA Region Chart
Interview Questions
Data Abstraction Testing Tool



Appendix D

Training Agendas



Appendix E

Data Abstractors Reference Manual



Appendix F

1992 Amendment of the SC Code of Law 1976,
Chapter 38, Title 44
for Traumatic Brain Injury



